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Little Sketches of 


STENOGRAPHERS and 
SECRETARIES at Work 


or “Why I Like My Job” 


The Thrill of Variety 


Te Stenographers and Secre- 

taries: Send us briel, interesting 

HAVE a most delightful sketches of your work. For every 
such sketch accepted for publica- 


position because each one of my three bosses tion, five dollars is paid. 





considers me his own particular property and, To Teachers and Directors: These 

as a result, I am “in on” everything that hap ee yy Wg ed He 

pens Maybe I have a bit too much curiosity vanced secretarial and office train- 

but I am always eager to go roaming through ing classes 

: ’ Editor 

the factory, or through some other depart 

ment, to find out who’s who and what has hap vic affairs. and is acti nm many state an 

pened! Perhaps this is just another way of nationsiie-knows craamizetions Vor thie rea 

saying that I not only like my work but als on many calls are made upon his tim ’ 

take an interest in everything that relates t e bliged to attend « ferences in all parts of 

it, directly or indirectly the United States and to address assemblies 
Alth ugh actively engaged n tl busine 

, 

Four years ago | was hired { the company, most of his work is either of 
as assistant billing clerk, and I owe all my suc an advisory nature ! ue to his associatior 
cess to the fact that I began in the accounting activities, the writing of innumerable letters 
department. It was there that I learned many and making of sp s dealing with the « 
things that have been of vital help to me 1 nomic situation and other subjects 
the position I now hold 

The concern does business in all the forty Pr PARING addresses. therefore 
eight states, and is one of the leading first requires a great deal of his time, and becaus 
class houses of its kind in this city The busi t covers a variety of subjects and from dii 
ness is principally the manufacture of county ferent angles, it is my favorite dictation. Mat 
supplies, blank books, and calendars Bes aes times when parts f a former spe 1 are : 
the company prints and lithographs letter corporated into a new one, he reads from a 
heads, envelopes, stationery, and announce copy, and the dictation is so rapid that he gets 
ments, and handles bank and office supplies {s+ ahead of me. which gives me ai oppor 
of all kinds tunity to test my memory 

lhis dictation enriches my vocabulary, for 

Di E to the fact that I am I learn new words that I would otherwis« 

stenographer to three men, the president, the never have casion to us¢ For example, 
manager of the County Supply Department there are su words as criterion, promiscu 
and the sales manager, my work never gets 11s, coerce, amortize, alleviate, moratorium 
monotonous bulwark, renaissance, chagrin, vicinage, con 


The president takes an active part in al duits, acquiescence itonomy, transient, entity 





~ re ne ee 








xhilarate, corroborate, dilemma, interim, reit 


erate, chaotic, franchise, itinerary, regime, and 
many others that do not occur in ordinary 
office dictation. It also extends my knowledge 
and informs me on the problems that engag« 
the attention of mme il leaders 


County Department, my work consists princi 
pally of writing letters to the officers of the 
different counties of the state whose contracts 
we have been awarded for the year, and it is 
a rather restful change from the president's 
speeche S 


Chese letters are usually quotations on spe- 


cial items or on articles required for the use 


of the county officials. There is a great deal 
of correspondence, as the county ofhcers, audi- 
tors, clerks, sheriffs, 
treasurers, surveyors, court reporters, health 
] 


assessors, records rs, 


commissioners, highway commissioners, an¢ 


thers order their supplies separately. 


FOR the sales manager, 


| have to write inquiries to the manutacturers 


hus css 
| also write t quotations on printing, litho 
raphing, bindir padding, packing, stamp 


ing, and lettering that are requested by cus 


Not long ago | helped t igure a new cost 
schedule which covered all material used by 
printers and lithographers. It went into m 
nute detail concerning the cost ot ink, plates 
when brought before the 
Association for 


was received with much 


Indianapolis Lithographers’ 


because I its completeness 


BESIDES the work I do 
for these three men, I also help the auditor 
figure the profit and loss statements on the 
monthly publications, both bank and mercan- 
tile, and other cost items which require month- 
ly reports. Although most of the dictation in 
the Accounting Department is handled in the 
Correspondence Department, occasionally | 
take some urgent letters, in addition to filing 
all claims 

I really feel that I am learning something 
worth while almost daily. It is as if I were in 
a great business university taking work in a 
number of departments and constantly enlarg 
Only by looking back 
four years and realizing the amount of practi 


i 
ing my mental horizon. 


cal knowledge I have gained is it possible for 
me to appreciate what my job has meant to me. 


E. M. W., 


Indianapolis, Indiana 
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What Stenographers Want to Know 


About Salutations in Letters 


By FE. LILLIAN HUTCHINSON 


Third of a series on English and Business Corre spondence 


YUSTO 
ia 
I re ard 
cort rt I 
a prec 
i r SY i ita 
? 
ai 
al c 
-s 7 
Capitalization 
res the matter 
~ 
S 
\l 
\ 
a 
‘ 
\ 
\\ 
Choosing the Salutation 
I c ‘ 
DE 
Ss « Ol 
ri 
) ) S n 
: 
i tere 
| : 
( 
ma 








—— 





— ee 


me ae me a 





318 


5. Still more personal is the form, “Dear 
Vr. So-and-So.” 

6. The most informal salutations are the in- 
timate forms used between personal friends, as 
“Dear Brown,” “Dear Fred,” or “Dear Pal.” 
Such salutations are usually dictated by the 


letter writer 
Saluting the Ladies 


Stenographers often do not know what salu- 
tation to use in writing to women, either in- 
dividually or in groups 

The word “Madam” is used in salutations t 
married women, unmarried women, widows, 
aor divorcees 

In writing to firms composed of women, the 
present tendency is to use “Ladies” in cases 
where “Gentlemen” would be used in writing 
lowever, “Mes 


to firms composed of men 
dames” (pronounced may-dahm), the French 
plural of “Madam,” is frequently used, esp 
cially for firms of women dealing in fashion 
products 

In writing to a firm consisting of a man and 
a woman, the salutation would be “Dear Sir 
and Madam”; to a club or social organization 
of both men and women, “Ladies and Gentle 
men.” The distinctions made in the preced 
ing section on “Choosing the Salutation” apply 
equally to “Madam,” “My dear Madam,” 
‘Dear Madam,” “My dear Miss So-and-So,” 
and “Dear Miss So-and-So.” 


Salutations in “Attention” Letters 


Stenographers often choose the incorrect 
salutation in letters written to the “Attention 
of Mr. So-and-So.” Even though the letter 
is so directed, so that it will reach the proper 
person without delay, the letter is still ad 





Tue Grece Warrer, March, 1935 


dressed to the firm, and therefore the saluta- 

tion should be “Gentlemen.” For example: 

The Gregg Publishing Company 

70 M adison Aver 

New York, N. Y. 
Attention Mr. W. E. Ingersoll 


Punctuation and Abbreviations 

The salutation a business letter should be 

followed by a colon—not a colon and a dash 

The comma is sometimes used instead of a 
colon in informal friendly letters. 


Titles should never be abbreviated in salu 


tations, even though they are abbreviated is 
the introductory address hus 
Dr. John Robert Gregg 
M Avenus 
New York, N. \ 
M 1) (ire 


Office Style 


Some business concerns have adopted the 
style of omitting salutations from their letters 
entirely, arguing that they are unnecessary and 
valueless. Most readers, however, are so ac 
customed to seeing a salutation at the begin 
ning of a letter tl 
abrupt without it. 

In an attempt to attract attention, sales let- 
ters often use striking and unusual salutations 
like “To Anyone Interested in Getting Ahead,” 
or “Dear former (and we hope future) Sub- 
scribe r 7 


iat a letter looks bare and 


Such variations as these are dictated by com- 
pany policy, and the stenographer has no 
choice but to follow the style prescribed. In 
most cases, however, the information outlined 
here will enable her to write her business 


“How do you do?” correctly 





Is it a date? 








38TH ANNUAL CONVENTION 


Eastern Commercial Teachers’ Association 


April 17, 18, 19, and 20, 1935 


BENJAMIN FRANKLIN Horet, PHitapetpnia, Pa. 


For program and information, write 
the secretary, Harry I. Good, Board 
of Education, Buffalo, New York. 


Interesting exhibits of Credentials work and shorthand and 
typewriting designs will be found at the Gregg Writer Booth. 
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ST introduce a“failure” ea as an 
antidote to the thousands of gucce Ss 

stories which have spurred our citizens 
te a lot of false axerfion --Don Herold = 
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STRANGE AS IT SEEMS —By John Hix 


For further proof address the author inclosing a stamped envelope for reply. Reg. U. S. Pat. Off. 
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An epitaph in ~ 
Horsham churchyard, 
EnBen 


BABY CROCODILES = WHILE STiL, 
(IN THEIK EGGS BURIED DEEP 


IN THE SAND... ATTRACT THEIR i 
Mot £8 PY UTTERING SHRILL | TAE UNDERGROUND . 
CRIES» GRASS TREE... / 
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ji Sohn Quiney 
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ae 
‘ WAS SECRETARY OF THE 
nes —<: AMERICAN TION IN RUSSIA 
: “ i THE AGE OF Ip / 
al a e — \ eo ae ee 


The world’s youngest secretary on the job, reproduced here by courtesy of 
Mr. Hix and the McNaught Syndicate. 
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At the Sign of the 
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INFORMATION DESK 





Send your questions to Information Desk, The 
Grecc Writer, 270 Madison Avenue, New 
York, N. Y. Answers not published here, be- 


cause of length or limited interest, are mailed. 








. ° : 
Foreign Employment 

I am interested in securing employment, clerical or 
with an American-owned or operated 
company in some foreign country. How should I go 
about obtaining such a position?—M. A. B 


stenographic, 


of infor 
of ( 
irtment ol 
Pan 
“Ameri 


South 


We suggest the following sources 
Public Library 
ur vicinity ; U = 
Washington, D. ¢ 
Washington, 
Europe,” by Frank A 
ard, and “American Branch Factories Abroad’ 
Document, No. 258) help you 


and Chamber om 


Dep 


matior 
merce im ¥ 
{ ommerce, 


Amer 


can Industry in 


in Union, 


»enate may 


Writing Letters 


Is there some special place in business for a be- 
ginning stenographer who delights in preparing short, 
original, and effective letters?—2. S. 

We have known of many offices, usually the 
smaller ones, where employers are glad to have 
learn to handle routine cor 
respondence Just the other day, we heard of 
New York 

day, comp 

means that she re 
employer to that and makes 
valuable to We 
who asked the applican 
to try her hand at 
Evidently, this 


stenographers 


a secretary who writes from 35 
to 40 letters a 


Naturally, this 


sing 


extent 
also heard of an 
t for a job 


answering a 


more him 
employer 
in his office 1 
letter that he handed her 
uld learn to 


man wanted a girl who c 


his routine c ndence. 
stenographer who can 
original, and effective letters” 
trouble finding an opportunity to exercise this 
talent tried 1 


ad im 
paper, 


some ol rresp 





ginning write 


should have n 


Have you an your local 


ffering your services? 


“Enclose” and “Inclose” 


Which is given the preference in a letter 


-“enclose’ 


or “‘inclose’’ ?—H. A 

Both “enclose” and “inclose” are correct and 
in constant use English usage favors “er 
close,” and as our magazine circulates abroad 


1 ‘or 


United States, this “e’ torm 


The Standard Diction 


1 
aS wWeli aS in 


is used in tl 





ese page . 


ary, Worcester’s, and the Oxford English Dic 
tionary give preference to “enclose,” while 
Webster's and the Century preter “inclose.” 


> 
Reference Books 

Where can I get a small book containing a list of 
towns and cities of the United States, alphabetically 


arranged, regardless of states ?’—S. P 


Probably the United States Postal Guide 
would give you what you want It contait 
a complete list of all the post offices and muc! 
valuable informa Ss lensed at con 
pactly printed and ld not “bh uur Way 
“Expert's Rhythm Drill 

What is the “Expert's Rhythm Drill’ Mr. Smith is 


always writing about in the ( I. tests?—V. ¢ 


You will find this on page 28 of “Gregg 


Typing, Complete Course.” It is as follows 
a;sldkfjghfjdksla, et 
. _ . , 

White Typewriter Ribbon 

Is there a white typewriter ribbon on the market, 
and if so, where can it be obtained?—H. S., Jr 

So far as we know, there is no white typ 
writer ribbor th market 

> ’ nn , 
Portable Ty pewriter 

Can a portable typewriter be used in training for 
contests P—E&. A. P. 

In an emergency probably the portable typ: 
writer could be used for speed training, but 
is designed primarily for the personal writing 


of letters, manuscripts, reports, etc 


and when traveling. It is largely a “personal 
writing machine” and while of great service 
to the beginner in developing skillful manipu 
lation of the keyboard, it is not built to stand 
up under long high speed practice 
Testimonial Letters 

Is it necessary to certify copies of recommenda- 
tions enclosed with letters of application for em- 
ployment ?—L. J 

The custom is t make irbon copies of 
testimonial letters and enclose them with a let 
ter of applicatior \ more common practice, 
however, is to give the names and addresses 
of references, with the telephone numbers, so 

















ing 


that inquiries may be made direct. The “To 
Whom It May Concern” type of testimonial is 
not seen as much as it used to be. It must be 
made rather general and therefore fails to give 
the information desired by a stranger. 


What’s Your Opinion? 


Is it proper for a stenographer to use the office 
stationery to answer personal letters?—B. McL. 

“A letterhead is intended solely for the use 
of the firm whose name is printed on it,” says 
ne person we put this question to. 
“At least the stenographer should get per- 
mission from the employer before using ofhce 


stationery for personal letters,’ says another 


Sharing Our M 
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“I do not think it is ethical,” says some- 
one else. “It may compromise the company. 
Suppose you wrote an uncomplimentary thing 
about a person. Wouldn't the firm be greatly 
embarrassed because the remark had been 
made on its own stationery by one of its em 
ployees ?” 

“Yes and no,” says still another I suy 
pose some business men wou 
employees use their stationery because it would 
be good advertising. It all depends upon cir 
cumstances—the nature of the business, what 
kind of letterhead it is, and the attitude of the 
firm on the matter.” 

What do you think? What does your em- 
ployer think about it? Let us hear from you 


AIL with You 


Bits from Recent Letters from Our Readers 


Our aim is to be as 


elpful as possible to our readers in 


r problems and aspirations, but we 
were hardly prepared to receive a letter in 
which the following paragraphs appear: 

You should be | tily nmended for the friendly 
interest y take in even the slightest wish of your 

lers nd the patience you show in considering 
their problems I have marveled time and again 
that busy as you must be you still have time for 
t only a courteous response but on occasions al 

st a personal concern in the welfare of readers 
und a lively desire to assist them attain their goal 

Someone should write an article featuring you as 
1 model of patience for sy young business met 
ind womet You certainly have been not only « 

] te but st er iraging to me in my petty 
iumbitions aand aspirations, and I only wish I knew 
yme way to s w my gratitude 


IKES “TALENT TEASERS”—Many let- 
4 ters are coming in from pupils, teachers, 
and stenographers in regard to the “Talent 
Teasers,” a feature that we have been think 
ing of discontinuing. Some day, though, it 
seems we shall have enough favorable letters 
to make a good-sized scrap book! The other 
day Mrs. Cecile Zurfluh, a stenographer in 
Lima, Ohio, wrote 


I think the ‘Talent Teasers” are interesting indeed 
They give one something to strive for—perfection ir 
writing shorthand and in making transcripts Ar 


the thought that such perfection may result in the 
reward of seeing one’s name in print or of receiving 
a prize is a great incentive, I think I might sug 
gest that another “Talent Teaser”’ of the type giver 
n the October issue be offered again Personally | 
feel that these exercises are very good, and they are 


educational as well as interesting 


What do you think? 


1) YCTOR USES SHORTHAND—At dif- 

ferent times in the past we have pub- 
lished accounts showing how physicians and 
surgeons use shorthand to make notes as they 


make a diagnosis Doctor Gregg has met 
members of the medical profession who have 
told him how much time and labor they save 
in this way. In a recent letter received fron 
Dr. Charles A. Bahn, a New Orleans specialist 
in diseases of the eye, he says: 


It may interest you to know that in my office there 
ho writ« 


ire three persons, including nyself, w 
all my office records are 


shorthand, and practicall 

written in Gregg, which obviously has the advantage 
f greater speed and privacy I have written sh 
and for some thirty-five years, and firm] 

that no single accomplishment is of greater value 








ly believe 





than a reasonable knowledge of this art 


¢, @ TENOGRAPHICALLY 


YOURS” - 

Appreciation is a wonderful incentive t 
effort and achievement, and we are no excep 
tion to the rule that “kind words are mor 
than coronets.” We thank Ben M. Patrick, of 
the Duke University News Service, Durham, 
N. C., for his letter, from which we quote be 
low. We happen to be familiar with his ex- 
cellent work, and desire to commend him 
heartily. He is resourceful, alert, enthusiastic, 
and forward-looking He uses a_ rather 
apt complimentary close “Stenographically 
yours.” We quot 


Congratulations on your December issue I have 
not enjoyed an issue of your magazine so much f 
quite a while. The new style set-up you adopted 


a 
sometime ago was quite an improvement, and I seen 
also to detect a consistent 
tent. 

I especially enjoyed the article on the subject 
yilege training with relation to stenography I 
some months I have had in mind the writing of ar 
urticle of a somewhat simi nature, and started a 
survey of Duke University’s full-time stenographers 
(over fifty in number). On the basis of the infor- 
mation I have obtained to date more than seventy 
five per cent of these stenographers write our systen 


rovement in the 








Some of Mr. Patrick’s interesting “findings’ 
you have already seen in our February issue. 











Tue Grece Warrer, March, 1935 325 


Tae RED ROSES 
OF TONIA = 


ny O.HENRY FROM “WAIFS AND STRAYS" 


Copyright, 1905, Doubleday, Doran & Company, Inc.) 
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TRED AVON FLYING SERVICE, INC. 


MALCOLM L. HATHAWAY > : , . 
PRESIDENT Easton, Mary LAND EASTON SFI2 


January 1l, 1935 


Dear Mr. Ingersoll: 


I am mighty glad to have this privilege of telling 
just how much my business course has meant to me. Although 
it was not directly responsible for spreading my wings 
and fluttering about in the realms above, it did more than 
that-—-it enabled me to travel the skyways through this time 
of depression when many had to fold their wings and perch 
somewhere on an airport and try to console themselves 
with "hangar flying." 


For two years I worked in the Black Powder division 
stenographic section, of the Dupont Company in Wilmington, 
Delaware. I found the work most interesting and made many 
life-long friends. Shortly after this time, I went to 
Baltimore and took a flying course at Curtiss-Wright. 

I started this course with the sole purpose of doing sports 
flying, but it wasn't long before I, along with the rest 

of the world, was awakened to the fact that the heydays of 
'29 were not to be long lasting, and it looked as though 

my next landing would be a permanent one, for flying is, 
after all, an expensive sport. 


While I was taking my course, three of the Company's 
secretaries were due a vacation-——each for two weeks. I was 
asked to fill in while they were gone, and I was very happy 
to know that I was equipped to be able to accept the oppor- 
tunity offered me. I had used my typing daily from the 
time I gave up my work with the Dupont Company, but my 
shorthand I hadn't touched. But try it I would, for I was 
in no position to let an opportunity like this one slip by 


At the close of my first day of dictation, I found 
that I had a notebook full from cover to cover. What to do 
now? Suppose I couldn't read what I had written! Needless 
to say, my fears and qualms were numerous, and I did so much 
want to please Colonel Tipton, Manager of Curtiss-Wright. 
But my notes weren't hard to read at all-——all was lovely! 


After receiving my Limited Commercial license, I 
worked on an Eastern Air Transport plane as hostess. This 
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was nice enough work,but rather mo- 
notonous, flying six hours a day be- 
tween New York and Washington. This 
wasn't what I wanted. My desire was to 
do some flying myself, so it was up 
to me to figure out some way in which 
this could be done to enable me to 
find my place in the air once more. 
I went back home and did some plain 
and fancy thinking. Again my busi- 
ness course came to the rescue. I 
had an idea and maybe it would 
work—-stranger things have happened! 
Why not work for flying time? 


I went over to Easton, Mary- 

land, to see Mr. Malcolm Hathaway, 
owner and manager of the Tred Avon 
Flying Service, and asked him if he 
couldn't find use for a secretary 
with aerial ideas. He could. And it 
was this work which enabled me to pile up flying hours I 
would have been unable to obtain by any other means. Through 
the week I did the office work, pertaining to the subject in 
which I was most interested——aviation—and on Sundays I did 
all the passenger hopping on the field. Very often, too, 
Mr. Hathaway sent me on cross-country jaunts to Baltimore 
and thereabouts to deliver packages or to take over a part 
of a plane in need of repairs. This was the kind of work I 
wanted——ideal in every way. 





With the summer season over, business at the airport 
was dropping off and Mr. Hathaway found he no longer needed 
a secretary. I again rolled my eyes about for something 
to tide me over the winter months while the flying season 
was slack. In order to keep my license, I have to fly ten 
hours every six months and of course, when not fortunate 
enough to be working for these hours, cold cash is the only 
substitute—-—so a job I must find, for I had a license to 


support. 


I heard that a dentist in Centreville, Maryland, 
Dr. D. C. Blevins, needed an assistant. I had never had 
experience in a dental office, but I was willing to try, so 
went over to see Dr. Blevins. The first question he asked me 
was, "Can you do typing and shorthand?" I told him I could, 
but I had never had experience as a dental assistant. This 
seemed to be of secondary importance to Dr. Blevins. He told 
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me that he could teach me that branch of the work. It was of 
much greater importance that I could take care of the desk 
work, for in that he was helpless. Again my good old busi- 
ness training won for me a position which otherwise I would 
have been unable to obtain. This proved to be the most 
pleasant work I had ever done——-lovely offices, pleasing 
surroundings, and duties so varied that never for a moment 
did monotony creep in. 


Last June, I had occasion to see a long hoped for 
dream come true——that of flying for a large company. It was 
none other than the Phillips Packing Company, of Cambridge, 
Maryland——-famous for its DELICIOUS products. Colonel 
Phillips——noted Soup King-——wanted me to do some aerial crop 
inspection for the Company. I landed in many of his beauti- 
ful fields, teeming with luscious peas being made ready to 
fill in a great many of those great empty spaces this 
winter. I continued this delightful work until a nasty 
crack-up forced me to vacate my place in the skies for 
several months. This was a tough break indeed, but I 
couldn't let a thing like that keep me grounded, not for 
long, anyway. 


I am back in the air again and with more determina- 
tion than ever, for that little taste of flitting hither and 
yon just tended to whet my appetite for more aerial antics. 
My recent trip to Abilene, Texas, for Colonel Albanus 
Phillips to present a champion two 
months' old Irish Setter pup to Mr. 
C. W. Wilson, his life-long friend, 
was, I must say, an outstanding 
event in my short aviation history. 


But even now, scarcely a day 
goes by that I am not called on, in 
one way or another, to make use of 
my invaluable knowledge of typing 
and shorthand. I spend a great deal 
of my spare time out at the Tred 
Avon Field, and it does not sound 
unfamiliar to hear a voice say, 
"Miss Canning, would you mind 
taking a letter for me?" And Miss 
Canning is more than pleased, for 
she always wants to retain this 

” wonderful asset-——a knowledge of 
d Redo 1934 shorthand and typing--which has 
raised her to such towering heights! 
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“ ny" ' 
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And in closing, let me say that this old world of 
ours has opened my eyes to the fact that it is capable of 
many miracles, for didn't it show me that a mite of a red 
Irish Setter puppy could make a dream come true? A flight to 
Texas. And didn't it prove to me that it takes more than an 
airplane to keep me in the air? Business training. Yes, I'll 
venture to say, we all have a lot to learn. 


Mr. Ingersoll, I do hope this little story about 
covers what you had in mind. It is sincere in every word, 
for had it not been for my business training, I wouldn't 
have 210 hours in the air to my credit. 


Cordially yours, 


Miss Canning explains her signature thus: 
“You see, everyone calls me ‘Bunny’ and the 
other day someone drew an airplane with a 
rabbit sitting right on top coming ‘at cha.’ So 
I just scratch it after my name—an insignia, 

as it were.”’) 


P. S. I am enclosing several photos. Sorry I have no 
better ones. The one holding the pup was taken at Meridian, 
Mississippi, on my way to Texas. 


Weig rag 


Crop Inspecting on Wings, for Phillips Packing Company, Ir 
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e The Learner 





Students who know the 


OLD LESSONS 


find the new ones easy 


Says DOCTOR GREGG 
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Review of paragraph 80 
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Review of paragraph 12, 
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knowledged, allowed, invoiced, obliged, referred 


remitted, suggested 


Neview of paragraph 112 


acknowledgment, enal unal 


Pars. 140-141 


Review of paragraph 39 
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Pparent ipparentiy, appear appease, appearance 


approximate spirit, spirits 


Review of paragraph 59 
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appeared, credited, delivered. moved 


Continued on page 72328) 
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Practice Drills on the Brief Forms 


Of Chapters Four to Six 
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Review of paragraph 94 


Review of paragraph 106 
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indefinite, indifference-indifferent, influence, - 
stance-instant, instances 


Par. 145 


Review of paragraph 37: 
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Review of paragraph 106: 


envelope, improve, inspect, inspection, insure-in- 
surance 


Review of paragraph 80 


occasionally, previously, sufficiently 








Helping 
MY EMPLOYER 


Every employer welcomes helpful suggestions 





from his stenographer * secretary $1 is 
paid for any short letter accepted and put 
lished here telling how an idea was put t 


work successfully 








cause of its length, would not have 


the individual’s or firm’s name on one side an 
the telephone number on the other side. | 
place the cards with the name side uppermost 


Memorizing Telephone 


Numbers 


[ HELP my employer 


by memorizing telephone numbers. He uses 
the telephone a great deal, and formerly he 


} 


had to look up the telephone numbers twenty 
or thirty times a day 


He is a man who likes instant action, and 


his encounters with the telephone directory, 
with its fine print and its occasional omissions, 
often left him fuming and sputtering impa 
tiently. He called very few numbers often 
enough to be able to remember them himself, 
and he called so many different firms and in- 
dividuals that a specially compiled list, be 


been any 


great improvement over the telephone direc 


tory 


Therefore I set myself to memorizing tel 


phone numbers. I began with twenty or thir 


ty that were called most frequently and added 
two or three numbers to the list each day un- 
til I found that it was no great task to call to 
mind instantly over a hundred telephone num 


' 
DOTS 


In studying the numbers I use cards with 


(Continued on page 344) 
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Actual Business Letters 


From the winning sets submitted in the last Gregg News Letter Contest 
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Singing Secretaries 


urtesy of Duke University News Service 


| 


Vilkinson, Director 


M ANY stenographers find 
time to cultivate interesting hobbies. These 
three office workers at Duke University have 
found time to become accomplished singers 
They are (left to right) Miss Julia Davis, sec- 
retary to President W. P. Few; Miss Eliza- 
beth Aldridge, Alumnae secretary; and Miss 
Virginia Harward, secretary to Coach Wallace 
Wade, mentor of Duke’s Blue Devils of the 
gridiron. 


Progress Presented in Poems 


FROM Mrs. Eliza 
heth Keyes, shorthand instructor in the Fairfax 
High School, Los Angeles, California, comes a 
delightful letter. She states that the Director 
of Commercial Education requested material 
for publication in the local school paper. The 
idea of giving a picture of shorthand progress 
in the form of poetry occurred to her. The 
result was that tl 
a group of shorthand students in high school 
was interestingly presented in poetry under 
the head of “Four Terms of Shorthand,” and 


1e successive achievements of 


Tue Grece Wrarrer, March, 1935 


NEWS 


in WORD 


a short poem was prepared on “A 


mencement.” 

Upon reading these two poems, Jar 
a shorthand pupil, composed 
titled “The Shorthand Class,” givit 
flections and experiences of the c 
journeyed through the course. Spac 


permit our publishing even short 
| 


fter Com 


1¢ Ri hter 


another poem en 


he re- 


ig ft 
lass as 


- 


e does not 
quotations 


from these splendid poems, but we want to 
thank Mrs. Keyes for letting us read them 
Gameboard Again 

IN 1 recent issue of IRISH 


RAVEL, official organ of the Irish T 


sociation, Dublin, appears an interesting and 


} 


ourist As 
| 


instructive article by L. S. Gogan, M.A., depu- 


ty keeper of Irish antiquities in 
National Museum, entitled “The P 
Archeology.” Our readers will 
story of “A Viking Gameboard,” 
by Harvard archzologists, publishe 
hand in the June, 1934, issue of our 


the Irish 
rogzress ot 
recall the 
dis overed 
1 in short 


magazine, 


and a letter from Charlotte E. Weinhold, Ger 


mansville, Pennsylvania, last Octol 
about having a similar board 

Her method of playing with 
seemed to offer a solution to the pt 


what game was played on the orig 


er, telling 
her board 
izzle as to 
inal board 


with its forty-nine holes Apparently im 


pressed by Miss Weinhold’s explar 
Gogan, after having his attention 
her letter by Dr. John F. Burke, « 
partment of Technical Education, 
on it in a footnote to his scholarly 


NOTHING UNUSUAL! 
{in intriguing snap- 
shot received from 
John Napier, a Gregg- 
ite in East Africa 
(winner, incidentally, 
of our Gold O. G. A. 
Medal). His interest- 
ing letter is used in 
part as this month’s 
Competent Typist Test 
(page 351). 
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f the De 
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and PICTURE 


Something 
Nove! 
in 
Holiday 


Greeti ngs 


OUR great pile of 
rances has at last received a 
leisurely and critical i 
hectic 


season and New Year's 


holiday rememl 


more inspection than was 


possible in the rush of the Christmas 
And among the novel 


lesigns in greetings, with a personal tou 


that came t lesk is one we have tried t 
reproduce here It was don n a portable 
typewriter and printed in black ink on silver 
paper. The sheet was then pasted on a red 
folder, on the inside of which we found the 
following words, printed in gold ink on the 
background of red 
My R I ta g s \ to | g y 
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Metzger 
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A Secretary at 14 






JOHN HIX and the McNaught Syndicat 


have kindly permitted us to reproduce the pi 


I 







ture (too big for this page, so we have given 
it to you on page 322) showing John Qui 
Adams, who was secretary of the Ame 
Legation in Russia at the age of 14. Those 






were the days t the 





i 
ad not even started to develop the modern 






typewriter. How John w 


ur modern equipment 
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March “Talent Teaser” 


is not going to be possible for us to say month in complying with one request for more 

“thank you” individually to all of you who “teasers” of the type that appeared in October. 
are writing us in answer to the appeal for What's your choice? 

votes on whether or not these “Talent Teasers” We've been wondering ever since we first 


shall 


less for the negative 
f your letters are receiving our apprecia- 


All « 


tive perusal 


W the odd manner of 


in the old in 


read this account bel of 
tallying accounts 
how the Lord 
succeeded in keeping a file of the tax receipts ! 


be continued, but we do thank you—no 


votes than for the yeas. days England, 


Chamberlain’s secretaries ever 


! We want to know your honest 











opinion of this page so as to make it reflect the Perhaps some of our British readers can et 
choice of the majority. And to make the vote’ lighten us? It’s a nice short “teaser” this 
really representative, as we reminded you last month, too, that won't take much of your time 
: 7 7 . > sc f 
month, we need to hear from each and every off the compilation of your tax schedules! 
- 1 ‘ = - , mo ‘ T rad { 
one of you, or from the spokesman of your Here are the missing words—ten words t 
; : arill Gnd 3 he short 
class with—letters, and letters, and MORE fill the nine holes you will find in the sh 
letters. Tell us not only whether you like hand notes—been, have, matchin number 
these “teasers” and want more like them, but payment, payments, receipts, taxes, two, unti 
? : : .. £ : » without heing abi 
suggest just what you would prefer if you And this fills all our room without being able 
want us to give you something else in their to finish telling about the interesting papers 
place—specific suggestions that we can put coming in, nor to list the names of the De- 
’ 11 . ~' 
into operation if possible, as we have this cember book winners. We will next time! 
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Key to the January alent Teaser 
: . 
i SUGAR FROM THE AIR 
It sounds like the wildest dream of the imagina- drate formed by green plants through photosyn 
tion. It is not only possible, say the chemists, but it thesis, which is the process of constructive metabolism 
has been done! It occurs in nature every day. Plants by which carbohydrates are formed from water vapor 
have been making sugar out of air an 1 water since and the carbon dioxide of the air in the chlorophyll 
the beginning of things, so to speak. For sugar, as containing tissues of plants exposed to the action of 
any chemist will tell you, is nothing but a compound light." Chlorophyll is what makes the leaves of plants 
of hydrogen and oxygen (which is all water is) plus green 
carbon. If plants can do it, the chemists assert, so can we, 
This, furthermore, is exactly how it is done, ac- if we can only find out how it is done South Cero- 
cording to Webster’s New International Dictionary: lina Education (174) 
“Sugar of some form appears to be the first carbohy- Key to March “Teaser” will appear in May.) 
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High Speed Ticker Feels Pulse of Business 


From Western Union's “Dots and Dashes” 
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e Art and Credentials 





Concerning the importance of 
ARTISTIC TYPING 
in gaining business suceess 


eS 


By FLORENCE ELAINE ULRICH 


Conductor of the Arts and Credentials Department 
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examples of skill, and easily rated the best of 


any received. The other letters were just 
transcripts 

It pays to type a little better than the aver- 
age. In an office where many stenographers 
are employed, if there is one who consistently 
does an outstandingly beautiful piece of typing, 
a man just naturally, other things being equal, 
singles him out when in need of a secretary or 
right-hand helper. 

Every typed letter should be regarded as a 
seed that might fall on fertile soil and produce 
something that is bigger and better than any 
} The ability t 


pro luce such letters provide s endless opportu 


ever presented before. 


thing 


nities for advancement in many lines of work 


Expert typing ability is a useful accomplis! 


ment. 

Those readers who have not already tried 
their typing skill on the Jumior and Senior 
O. A. T. tests may do so this month. The 
tests will be found on page 353. The Junior 
test is for typists who have finished the key 


board and are able t type with some degre 
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of facility. The Senior O. A. T. test is for 
advanced typists who have a typing speed of 
not less than 40 words a minute on the Com- 
petent Typist Test. The Senior test need not 
be typed at this 
ments of arrangement 


d, since it involves ele- 
in tabulation, etc. While 


spec 
: 


it is not necessary to type borders around the 
copy nor make budget covers for the tests, 
some typists like to do this, and many beauti 
ful specimens of original work of this kind 


have been received. But the awards are given 
on the merit of the test tself, and a beautiful 


cover design that only hides a poor piece of 
typing can’t win. Type the test first and make 
the best copy of it that you can, then if you 
wish to finish your work with a border or 
cover design, do so 


a higher speed and ac 
through persistent 
Test. If 
your present speed is 40 words a minute, set a 


Develop consistently 
curacy on the 
on the Competent Typist 


typewriter 


practice 


new goal of 60 words. When you have reached 


it, push the goal ahead to 80 words, and keep 
up your speed practice until you reach it! 


Jiffy-Jottings on the O. A. T. 


By ANNE KOVACS, Examiner 


UST a word first about the Competent 


J Teoiss ters 
month was received from 
Central School of Arts, New 
York City. This is a school for unemployed 
adults, and Miss O’Brien tells us that the stu- 
me to her with speeds ranging some 


The outstanding club for this 
Miriam M. O’Brien, 


Business and 


dents ci 
where in the neighborhood of 30 to 40 words 
At the end of two or three months’ 
writing from 65 to 
ompetent Typist 
One 


a speed of 


a minute. 
practice the students are 
98 words a minute on the ( 
Test with not 

young lady, Rose Salzman, made 


more than five 


errors. 


75 words a minute perfect on the test just 
submitted. 
Miss O’Brien spoke with emphasis of the 


value of “Typewriting Speed Studies,” by Ada- 
laide Hakes, which is in the hands of every 
pupil. With a typewriting speed of 105 words 
a minute herself—and we have her principal's 
signature testifying to it!—we can see where 
it would be easy for her to demonstrate to the 
students the kind of typing skill that 
pects them to develop. It is a pleasure to 
review the neat club of tests submitted by Miss 


O’Brien. 


she ex- 


A beautiful O. A. T. specimen was received 
Eileen Elson, of Our Lady of Lourdes 
School, Marinette, Wisconsin, this 
The test was artistically written on 


from 
High 
month. 


birch bark, attractively mounted, and the typ- 


ing was perfect, clear-cut and black We 
awarded Honorable Mention to Miss Elson 
Another Honorable Menti was awarded 


Bloom, a graduate of Couders- 
Pennsylvania. 
Se- 


Dorothy M. 
port High School, Coudersport, 
Miss Bloom’s 
nior QO. A. T. Test was written in clear, black 
type, each letter cut cleanly 
even touch 
ingly good performance of 


handsome specimen of the 


and with the same 


was an outstand- 


type writing skill. 


The specimer 


A fine club of thirty Junior O. A. T. tests 
came from B. J. Beebe, of the Altoona School 


for Secretaries, Altoona, Pennsylvania. The 

papers were unusually good because of the 

clear type and the neatness of arrangement 
ee « 

Another good club of O. A. T. specimens 
was submitted, together with a club of O. G. A 
tests, by Josephine Redulis, teacher in the 
Westvilie High School, Westville, Illinois. 
These Westville High School students did 


very good typing and all 


fied for the awards 


of the papers quali- 


The students of Fatima W. Follman in 
Albia High School, Albia, lowa, showed in 
genuity and artistic ability in preparing their 
fine large club of Junior O. A. T. tests. Inter- 


esting designs were (Continued on page 348 
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Penmanship Pointers— VII 


{nother set of exercises developed by Florence E. Ulrich to further your 
development of writing skill 














OCTOR GRI GG has said in talking to Vv? aS if the wi ull t wit the pa ful cor 
t good shorthand notes vul that w t 1 
| 
outline should always be ples ! | t ‘ set } ip a eves 
the cl It is all-inclusive, em to the f t, Ie t the acters 
bracing a thorough knowledge of the theory through the t 
It is the reward of unselfish, persistent study 
and practice Wit t the teacher has one ot AN “IN NE WARM-UP \ warn 
the most powerful teaching aids known to g-up exe t t il to limber 
psychology The continuous appeal, through up first, pl t wit t int 
the student's eyes, to his love of the beautiful Ready for 7 pro e it as 7 I, ol, 2 
awakens int vigorous activity a retentive Turn the l ett t se wit! t re 
memory, so that the resulting strong kines tracing in the t { 1. vla. vila. Vary 
thetic image luce the desired response from this with fra f vila, fla. Art u 
the student's gers His note k is as a ke t M ri | 
mirror, reflecting ill their beauty the artis port t { 
t yutliines | ce tin lackboard by his l s t ‘ 
teacher.” rite \ tte 
Ay l he ( tinues \ Spt men it vo d 
shorthand work s some of the fascinatio1 PRI s \ It st 
f a splendid painting. Beautiful, well-propor Precision D e that a S 
tioned curves, fluent-looking phrase ftorms, written wit t ne movement as the Ix 
effortless ning of cles and hooks, regular ginning of t gha ipital letter m. there 
spacing—all these combine to make a specimen tore, it s ! ly to the hand. Joi 
f work ‘a thing of beauty and a joy for- the rck th! 1 without re cing 
ever.’ the t strok L) t pause betweet 
I can think of no better message to bring and but et “ e with one sweep 
to you this month as an inspirational thought ing stroke f the per Read) Write, ai 
with which to stimulate alert penmanship prac 1k, ake d t leave t lrill until 
tice than the effective words of the aut I vou have i et lity 
| u systen and i Tac { 
Thousands beautiful specimens have been 
pouring int this office written by students, FACILITY RIL I ly the 
sten graphers secretaries, and shorthand re ( les t vil t be easy 
porters, a bt sts on the U. G \. Contest is some I! I ( t exercise 
Contest copies hay rrived from a number it the b f the first lin Facilit 
yt toreign countries too beautiful notes Drill I wil there ! elptul ] tial 
which are “a t g of beauty and a joy tor circle ld ed to t nant wit 
ever’ papers that s w that eve overseas it retrac I t t the rst ( 
ir p inship drills have had assiduous ment of t é t t , : i 
practice! illowing t unt to f t 
But just because this year’s Contest papers the circle \\ | the tim Save correct 
ure sent off to us is no reason to relax your joining of « ] n eem trivial to you a 
penmanship W hn Dh experts ke p up their 1 st ent-writ the reque y wit Ww 
nger training irl So we shall con rele . makes it ar portant 
tinue ir n ly setting-up exercises here perat t t Iltu ’ the 
t help you to that expert class development ( ko not, theretor eave 
this exer : t writing tl tlines 
1] SWAN BLENDS The blends with a f é i a smoot 
vl, vr, fl and fr that we took up this mont! tracking of the 


t thes lends 1s easily ac juired if at the out practi you ive i 1 lar coml t 
set you will look at the outline and wsualize the Decen t ld ‘ 
the rect m. Note the dignity of f and { the sthis the next Precision Drill 
in these combinations, and don’t under any comparatively « t 1h Jote the slant 
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valley. If you are not careful you will have 
an outline that resembles vakle—do you un 
derstand? I venture to say that every one of 
u was guilty of that one! Let us start 
ver, therefore, and turn the circle d 
promptly before swinging out on /, so that 
you will have no &’s intruding. Study th 
torm in the plate a1 nitate it as closely as 
1can. Perhaps you can write a bette: t 
line. That is something to aim at—there is 


always room for improvement. 


ACCURACY FIRST. 
Drill will not be diffi 


the correct f 


The 
ult if y 
rmation of the 


next Fluency 


' 


u have mastered 


curve; therefore, 


speed up your practice until you are writing 


to a good stiff count, but keep. your outlines 
iccurate in proportion and formation. 
his applies also to the Fluency Drill fol 
wing 1) not reak the backs rf the 
traight lines. Write swiftly 


BEWARI 
out to study some of the 
Precision Drill. 
quired to turn the circle neatly at 


UNWANTED HOOKS. Time 
utlines in the next 
extra practice is re 


the en 


f b in the combination bej, and keep 
straight And unless you are scrutinizing 


your notes carefully you will not be awar 
that you frequently write boej in that first 
utline The danger of repetition practice 


where the mind is not 


that 


mecorrect I 


ntent upon each out 


line of practice, is the establishing of 
If the circle is not turned 
{ 


promptly at the end of the downward 


rms 


sweep 


of b, a hook is formed between the curve and 
the vowel, and your practice will not avail 
you very much. Analyze your outlines in this 
irill while writing. Be alert to any tendency 


to “let down” on the correct form 


STROKES. 


execu- 


TRY FOR SMOOTH, FREI 
The next two drills are for facility ot 
tion. Write the outlin 
Keep the formation of the individual curves 


rapidly and to coun 


distinct and correct Are you writing wit 
free, smooth strokes and lifting the pen 
promptly at the completion of outlines? Your 
1 : ' 

iccess as a shorthand writer depends t! 


ANALYZI FORMS The sooner 
you get proper technique, the easier time you 
will have in developing speed. Our Analytical 
Study this month ] 
which mmon 


embraces the four forms 
are c and which you should 
learn how to write accurately and quickly 
Those of-you who have not applied for your 
O. G. A. Membership Certificate yet, should 


You 


by the end of June 


I 
do so this month if you possibly can. 
want to be in perfect trim 
you know, with a shorthand writing skill next 
And if write an O. G. A 


that the Gold Pin, go 


to none. you can 


will win 


specimen 
to it 
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produced through 


ise of various signs a ( nations of signs 
é the keyboard I s < t Capit ] 
letter i with a s t ver t made ar 
etiective border tor re pape! Another 
snowflake effec i i ve l t gh the 
us¢ i the tw parentheses e done er tne 
ther, with the sta pe same spac 

We ive kn »W b ess a social al 
zations and clubs to utilize s type of skill 
in making original prog s, place cards, et 
for club functions; so it is t entirely a waste 
of effort to try f is effective border 
combinations, provided s not indulged in t 
the exclusion of practica s} level 
ment. 

. « @ 

| n ty pe S m.tted b 
Sister M. Elfrida, St. August ligh School 
( cago [ll nois reflected ul thoug I 


tions were appropriate to the season and set 
ff with interesting borders Some of the 
typing was done in the I I pictt Sa 
W 1 colored ribbor whicn ; ed to € t 
t tiveness t irrangement Over htt 
wards were mailed to this school on this o 
club 
\\ shall 


have to confess that in order t 





etermine how some of these es 
nade we had to do a little experimenting our 
selves—with some unique results. For in- 


stance, in trying to discover how one border 


was made we found ourselves the creator of a 
series of furry little pussy cats sitting in a row 
' Now, do not ] it was 


re time than we have, so 


ask US 


1OW 


1 
\nother attractive border resembled potted 


plants between vases. The star over the ca 
letter tor the plant ind the parent! s 
me ver the other, for the pot did it 
WV i ippreciated very ! ( I . the **( hr st 


18) f tests sent 1 
class of Tyndall High School, Tyndall, 
Dakota. Miss Johnson and her students are 
to be congratulated on the even touch and con 
trol they here were 


no smudged or blurred letters crying of dirty 


mas Llu 
South 


have acquired in typing—t 


type, nor light and dark spots in the typing 
revealing uneven tou Arrangement was 
good and typing accurate The tests were 
mounted effectively on red backing paper a 
little larger than the typew ig paper, pro 
viding a nice red bord iround the page \ 
Christmas Seal arranged ver the titl iad 
the effect of a little picture and added to t 
ittractive whole 
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About C. T. Test Awards 


“A RE pins and certificates awarded to those 
passing the C. T. Tests?” asks Albert Slavin. 

Yes, both certificates and pins are given 
for a satisfactory performance on the C. T. 
Test. C. T. Progress Certificates are awarded 
for speeds commencing at 30 words a minute 
net on a ten-minute test with not more than 
five errors. To find your net speed, follow 
instructions at the head of the test. A Com- 
petent Typist Certificate is given for 50 or 
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more words a minute, and a Gold Pin for 60 
words a minute. Certificates with red and 
gold seals are awarded for 70 and 80 words, 
respectively. 

Any typist who does not already hold one 
of these awards, may take the C. T. Test by 
having either a teacher, employer, or some 
other competent person witness and attest it. 
We urge all our typist-readers to qualify for 
one of these awards. Complete details about 
the entire series of Gregg Writer awards is 
contained in the Credentials booklet, which is 
yours for the asking. 


March Test Material 


[All clubs of test papers should be accompanied by a typewritten list of names to expedite checking and insure 


accuracy in making out certificates. March copy 


Instructions for Writing 
the O. G. A. Test 


This is a test of your ability to write shorthand 
smoothly, fluently, and accurately. It can be writ- 
ten by any student who has completed the first 
eight chapters of the Manual. Practice the test as 
often as you like, comparing your notes with the 
plate on page 353, until you have produced a copy 
in your best writing style before submitting it for 
the certificate of membership in the Order of Gregg 
Artists. Ask your teacher to criticize your notes 
as you practice. Observe proportion in lengths, cor- 
rect size of circles, good formation of curves, and 
fluency of execution. 


The shapes and colors of the day were 
now all blurred; every tree and stone en- 
tangled in the dusk. How different the world 
seemed from that in which I had first sat 
down with the swallows darting past. And 
my mood was different; for each of those 
worlds had brought to my heart its proper 
feeling—painted on my eyes the just picture. 
And Night, that was coming, would bring me 
yet another mood that would frame my 
thoughts in its own fair way, and hang before 
me. A quiet owl stole by in the field below, 
and vanished into the heart of a tree. And 
suddenly above the moor-line I saw the large 
moon rising.—From “Candelabra,” by John 
Galsworthy. 


O. A. T. 
Junior Test 


To secure the Certificate your specimen must be 
attractively typed, using single space, without 
errors or strikeovers. With good ribbon, clean type, 
even margins, and even touch, try te produce a 
copy worthy of Honorable Mention and the gold 
emblem pin in addition to the Junior Membership 
Certificate! 


Thor, King of Egypt, when informed of 
the invention of writing disapproved because 
in his opinion it would tend to weaken the 
natural memory. The importance of a good 


good as membership tests unt April 25, 1935.] 


memory was understood even in those com 
paratively leisurely days. 

Some students appear to be naturally quick 
to learn by rote. For a limited time, at any 
rate, they repeat in a parrot-like fashion much 
that they have learned in the textbook with- 
out having an intelligent idea of what they 
are reciting. They remember the characters, 
but do not fully comprehend the application 
of the principles. Consequently, there can be 
no indelible impression made and these char- 
acters, written so freely in the beginning, fade 
out of mind and add to the confusion when 
other more complex outlines are added. Short- 
hand characters, to be tenaciously retained as 
part of one’s vocabulary, must be clearly un- 
derstood not only as to why they are written 
so, but the exact form and image they have, 
and why. 

Cursory observation without proper focus- 
ing of attention and reflection invariably pro- 
duces poor results. If you need an example of 
that try recalling exactly the story of the King 
who objected to the invention of writing, 
a few paragraphs back, without referring to 
the text. Can you repeat the story and his 
name ? 

One of the best ways to determine whether 
or not you are understanding what you are 
reading and writing is to try to explain it to 
someone else. The more explicitly, concisely, 
and methodically you are able to express your 
ideas on such occasions, and lay before others 
the essential facts in a few terse sentences 
couched in appropriate language, the more you 
will gain in efficiency, clarity of thought and 
expression, and the better you will understand 
and be understood. 

People sometimes have a tendency scrupu- 
lously to avoid thinking for themselves and 
have not, therefore, learned the first principle 
of comprehension. They receive information 
furnished by others and jump at conclusions. 
Memory should not in any sense replace orig- 
inal thinking, but it can be aided by it. 


(Senior Test Material on page 352) 
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March Competent Typist Test 


Use double spacing in typing this test 


unting the gross numer roke written 


I am using my old address, but I have shifted up country to 
Lilongwe some two-hundred miles north of Blantyre, and here I 
am in charge of the office while the actual boss goes out on tour 
around a new’ chain of native retail stores we have taken over. The 
weather has been rather severe lately, we having had far more than 
our usual supply of rain, and it is now over a couple of weeks since 
the boss” left on a ten-day tour and has not been seen nor heard of 
since his departure. I have heard that there are several bridges 
washed away in the floods, and it is quite likely that he is stuck on 
the bank’ of some river waiting for the water to subside sufficiently 
for him to swim across, and leaving his lorry on the far side carry 
on on foot until he comes to some estate where the planter in 
charge* should be able to give him a lift into this place. Sounds like 
rather a risky proposition and, believe me, there could be a better 
way of spending one’s time than tramping through uncivilized 
country’ where lions and various other wild animals are quite 
common and likely to wander around the camps at night. Native 
women are often caught down at the rivers while getting water, 
when a crocodile comes’ along and makes a snap at them. 

I am fond of sea travel, and while I have not had an opportunity 
so far of crossing to the American side, I have travelled completely 
around Africa. The sea is some’ six-hundred miles away from here, 
so it is unlikely that I shall see it for a little while now. 

This place contains about three stores and several Indian 
traders, but there is quite a good little’ club where golf is the 
favorite game. I play a bit, and since arriving here I have been 
around the course once or twice and feel that I shall soon settle 
down and make myself at home—there is no alternative’ anyway. 
Practically every night I am visiting somewhere, or people visit my 
place—but in the latter instance they are mostly bachelors, as I do 








ee ee 
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not feel I can cope with married people whom’’ I don’t know too 
well. Then again, my cook is not so good for large companies, 
although he can turn out quite a variety of pottages suitable for my 
consumption. Bridge, both contract and auction,’’ is a favorite 
pastime with the residents. 

The new railroad from Blantyre to Lake Nyasa is progressing 
very well and should be open for the transport of goods this year. I 
am enclosing snap” of the line’ as it was found one day when an 
engine went over the bank, due to the rains washing away the soil 
from underneath the rails. Actually this happens almost daily, and 
cannot be avoided, until the line’’ gets properly settled down. 
Naturally, it causes a lot of trouble when an engine gets tilted over 
like this one. It means the whole line has to be laid over again in 
a more stable part of the track.’* (2804 strokes)—From a letter 
from John Napier, an O. G. A. member in Nyasaland, East Africa 


[Repeat from the beginning until end of the ten-minute test period.) 


Senior O. A. T. Test 


Type each part of this Senior Test on a sheet of paper, single spaced. The copy must be free from 
typographical errors and erasures, and should have a nice even margin around the test. Paragraph 
properly, displaying Part I! as effectively as you can. Supply suitable title. 


p I In using it the student should first write the 
ART copy at his 1 nal speed, practicing it at this 
‘ . pe until the writ acti is smooth an 
Increasing Typing Speed. The problem of ‘ TY , lafinitele 3 

oI 3 accurate. Then he must definitely increas 
increasing speed in typing is somewhat dif- the tempo—that is, write faster. If it seem 
. ip Lile is, Il LaASiCT. it it 3S 1s 

ferent from that of developing speed in _ jecessary. the matter may be divided i 


shorthand and it requires a somewhat differ- 
ent treatment. Shorthand skill becomes in the 
final analysis very much a mental problem. 
Intelligent effort soon brings the pupil to the 
point where facility in executing outlines ex 
ceeds his ability to think what to write. The« 
mental burden is the chief problem in fast 
writing. In typing, the problem lies much 
closer to physical or muscular control. The 
immediate aim of practice is chiefly the devel- 
opment of rapid and accurate direction of 
finger action. Once the pupil has acquired a 
reasonable command of the keyboard he must 
work persistently for acceleration of gait. Con- 
stant typing at an even speed has very little 


short sections and these sections practiced sep 
arately until the increased tempo can be mait 

tained throughout the exercise. This increas 
in speed of finger action should be something 
definite, say twenty-five strokes a minute, and 
the attention of the writer should be directed 
particularly to maintaining that speed until 
it becomes the normal writing gait. If this 
plan is continued from month to month it will 
very quickly advance the writing speed of the 
student. Your definite goal in typing should 
he a speed of sixty words a minute, main- 
tained for ten minutes, with a maximum « 

five typing errors. This is considered a fait 

} 


effect in increasing speed—except while it is 
still effective in eliminating waste motion 
One who habitually operates the machine at 
one-hundred fifty strokes a minute, giving a 
typing speed of thirty words, can write at 
this speed day after day without any appreci- 
able gain. To increase the output the writing 
gait must be definitely increased. That is the 
principle on which the Competent Typist prac 
tice plan operates. New test material is fur 
nished each month by the Grecc WRITER. 
* See page 340. 


speed with which to enter a business office 
and it is well within the range of any normal 
student 

Part I] 


The Competent Typist program of practice, 
testing, and certification represents the sound 
est plan for student development and interest 
stimulation that has been offered in typing. 
It involves: 1. A definite standard accom- 
plishment objective. 2. A practice plan adap- 

Continued on page 356) 
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Recent Club Prize Awards 
O. A. T. “santa Cruz, California School, Johnstown, Pena O. G. A. 
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The Red Roses of Tonia 
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To be concluded next month) 
“ . ry. r . 
Senior O. A. T. Test Material 
(Concluded from page 352) 
table for either individual or class drill. 3 not merely a testing device. Students’ papers 
New copy for practice and testing each month. on which Certificates are desired are first 
4. Awards of Certificates beginning at a mini- marked by the teacher, then submitted to the 
mum speed of 30 words and available at any Gregg Writer Credentials Department for re- 
higher speeds. The standard aim is 60 words view and awards. The fee for each paper 
for ten minutes on the practiced test, with a should accompany the test. Papers are marked 
maximum allowance of five errors. The Com according to International Contest Rules, and 
petent Typist pin is presented to candidates only those that are rated as qualifying for 


who submit tests at this speed. A Competent an award should be submitted. The regular 


Typist Test is printed each month in this’ test which appears in the Grecc WRriTER can 


magazine The test matter is to be typed and _ be supplied separately if desired on a subscrip 
re-typed as frequently as circumstances permit tion basis. As many copies as may be de 
for the definite purpose of speed develop- sired can be had each month, but the separate 
ment. Practice of this kind is most effective tests are not supplied except on the subscrip- 


in accomplishing the desired results. The tion plan. The full Credentials privileges are 
Competent Typist plan differs radically from available to users of the tests, whether they 


all other typewriting “speed tests,” in that are taken from the Grecc Writer or from the 
it offers a constructive development plan, and separate sheets 
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Going places via the 


SHORTHAND ROUTE 


Where will you be ten years from now? Let shorthand 
speed you on your way, serving either as an entering 
wedge or a stepping-stone, or both, to your goal! Many 
of the success brevities published here, from time to 
time, are of men and women still in their twenties and 
thirties. Advancement via the shorthand route may 
come early, depending largely upon the individual 


HARIS CORPORATION—You will be nd directors, the general sales manager 








i \\ 
interested to learn that the chief advertis s also a director the secretar na tant 
ng executive and director f the educa- eas i et t ecre 

tional department of this well-known company taries, a travel secretary, the office manager 
began his career as a stenographer Pra n the é l er’s t ‘ 
tically every young woman whom I have the stock { three « 
employed in the last fifteen to twenty years has sion managers, two assistant d ars 
had to know stenography and typewriting,” he the assistant rector ela 
says That g her a real tool with which the assistant general manager of sales. t] 
to carve ita ger job for herselt as it did ssistant gene 1 eT l ( ant 
for me my early business days e manag the R : 
ris ne s Ss. R ind Hall vutl ta ill t 
lf doze more books, including the widely 
sed aundbooks called \dvertising Hand Vos Sut Pe ] M N \ t 
book Handbook of Business Corresp lence ; the pers el records in i tr 
ind Handbook of Sales Management lor imizations i t countr “ that t 
ears he was advertising manager of the Alpha rthand route has blind alleys ent 
Portland Cement Company, a earlier kers, and ut it ls t act eve 
career he held the same posit with the 1 of important ¢« tive posit ( 
\ to | Ik ng M iC e % mpal Mr H , l nita Ss | the 
Ss re gt s a leader 1 the held of edu SF ng \ r ¢ < eed 
tion wl stodow advert mer " In the k-Belt Compa ( ; 
andis pr and pr ced iged in ma { 1 ¢ eC ] 
r the elevator and transn n machinery 
fy IGHTEEN STANDARD OIL MEN trade, the advertising manager and the secre 
“ The number of male stenographers wl tary-treasurer—two positions requiring widel 
have risen to responsible positions with lifferent qualificatior were formerly ste 
the Standard Oil Company (Indiana) seems phers 
to us rather convincing evidence that short 
and tr g tinues to be an open door t ADVERTISING 4CES—Yes, the enterta 
pportunity for young men in the business : ing and g pages of adve ‘ 
world, despite the claim that the fair sex has uur favorite magazines and newspapers art 
supplanted them in the stenographic and s« ritten, designed, and produced by men and 
retarial e] ne Ww K r e the s rt 
[There is perhaps this important difference ind route t tart é t eve 
that while a young womar fter ses he ent. For « ‘ ames cal 
stenographic training as merely an entering t be ment wre the teat 
wedge, the young man regards it not only as iuthority that in the J. Walter mnsot 
an entering wedge but also as a stepping Companv. creator bs Fl seem Genel 
stone to the higher positions in a company elatine, Kraft Cheese, Lux Soap, a l te 
In this particular Standard Oil organiza Air Lines advert - will Gad twelve 
tion, with annual sales sometimes exceeding a more membe1 both 1 ind women. wi 
quarter billion f dollars, a casual check re ned the « pan) 1 secretarial apacit 
veals that among the executives, departme! and advanced t é é rst t 
heads und issistants wh Start d their careers s I he int a] ead p 
is st¢ graphers are one the e¢ p sidents S the ) t " r 








SS 





dising departments. No doubt you would find 
similar instances in other leading advertising 
agencies 

No matter what education and training a 
young man may have had, or what his ultimate 
goal may be, if he has acquired the ability to 
take and transcribe dictation, he is prepared to 
be useful in a business office from the very 
first day he enters it. That is why stenographic 
and secretarial equipment is always a sound 
investment tor most young men 


TR}HREE STEPS TO MANAGING DI 

RECTORSHIP—M. A. Hussey, managing 
director of Hurley Machine England, Ltd., 
London, England, began his business career as 
stenographer with the company. He then be- 
came a secretary to one of the executives, and 
later was advanced to the position of sales 
correspondent loday, as managing director, 
he carries large responsibilities, and he is in 
control of all the company’s activities in the 
British Isles. In America this company is 
known as the Electrical Household Utilities 


1 ‘ 


1 headquarters in Chicago. 


Corporation, wit 
F. J. Simpson, one of its division sales man 
agers, got his foothold in the organization as a 
stenographer, and later he qualified for the 
position olf secretary to his chief. The prac tical 
knowledge gained in this confidential relation 


ship, plus his sales ability, won for him the 


position he now holds. But this company is not 
partial to men, for we are informed that a 
young woman is filling two positions. She is 


sales promotion manager and also office man 


ager. And she began as a stenographer. Then, 
believing that she could write sales letters, 
she was given a! ypportunity to demonstrate 
her ability, and ma le good 


N “MAKING GOOD” CLASS—A most 

readable booklet has just come to our desk 
It is called “Interesting Jobs for Young Peo 
ple,” and is published by Burdett College, Bos- 
ton. It contains “sketchy stories of young 
peopfe who are making good.” Regarding John 
J. Connolly, for example, we are told that to 
day he is a deputy administrator of the NRA 

“Starting as a secretary,” we read, “he was 
promoted rapidly from one position to another, 
reaching within a comparatively short time 
after graduation his first executive position 
that of assistant store manager of the Gilchrist 
Company, Boston. From that position he was 
chosen general manager of the Oliver A. Olson 
Company department store, New York City. 
Later he became special research executive of 
Gimbel Brothers, New York City, one of the 
largest retail houses in the country. In eleven 
years Connolly has held four major executive 


positions. Any young man possessing energy, 

ability, and acquired knowledge and skill might 

do well to take Connolly as an example.” 
Another one of these sketches has as its title, 
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“City Passenger Agent at 28.” It refers to 
Reginald A. Matheson. “Beginning as a stenog- 
rapher,” we are told, “he has worked rapidly 
up to the position of city passenger agent of 
the Southern Railway Company, the position 
he now holds.” He has been out of school 
about seven years, and has been with the 


Southern Railway since 1929 


ROAD 0! “THE CHIEF”’—Most travelers 
1 | 


and readers of travel advertising know 
about this famous cross-country train of the 
y | 


Atchison, Topeka and Santa Fe Railway Com 


pany, one of America’s leading railroad sys 
tems. It is, of course, an accepted fact among 
those who have studied the subject that thou 
sands of railroad executives started as stenog 
raphers. Instances multiply almost daily. This 
morning we learned that two vice presidents, 
E. J. Engel and W. K. Etter, in the Chicago 
offices of the Atchisor es, were once stenog 
raphers in the purchasing department and the 
y. For a long 


the shorthand 


superintendent’s office respectivel 
time the railroads have offered 
writer a ready door to a permanent and lucra- 
tive position where administrative talent is 
required 


Lincoln’s Advice 
to Young Men 
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e The Shorthand Reporter 





Rapid speech of our day makes a 


RACE TRAC 


of the court room 


Says MARION MORRIS 


Miss Morris is official reporter in 
the Municipal Court, San Francis- 
co, California. She is a graduate of 
Smith College and is Second Vice 
President of the Business and Pro- 
fessional Women’s Club of San 
Francisco. Her article, which was 
originally delivered as a radio talk 
over Station KYA, is an unusually 
intelligent and searching résumé of 
the duties of a court reporter. 

Charles Lee Swem 
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spectators e | th t tr 
tr i] the 1 ‘ “ia is « ered the 
urt roon court re ter can tell you 
The report is b € a specialist spec 
He has devoted years of hard work a tes 
F you have ever visited a rt room dur nical training to enable him to keep pace wit 
ing the trial of an important case and ob the rapid spec t our da 
served the witness n ti stand hx ng ques He sits e cel etwee the 
tioned by his attorneys and cross examined | witness stand a1 the lawyers He faces the 
opposing counsel e perhaps not give ury, so that they may hear when he is called 
much thought t p vith wl moder upon to read the testimony in settling any d 
irt proce Ss ( ct ive puted point. It is his duty to write in short 
some know é fs , " ive ob hand every word that is uttered by the judge. 
serve | the ‘ rt reporter est? " ‘ fore the lawvers. snl ¢ wit Sses med eT fast 
ront of the ] Ww e tive ) ‘ rie ) < ted] \ t ‘ A< 1 see 
thick and fast 1! attorneys te ipt wit m sitting etl s ce pen moving 
their byect s ex Vitness ¢ tinue tead and « t isly act S § page, slient 
with his answer, the judge at the same time amidst a confusior \ es ra 1 in dispute 
making his ruling, you have wondered how it you can have little eption of the difficulty 
is possible to have an accurate record, word of his task and the strain under w he is 
for word, of what takes place during the trial laboring. It is at the moments of greatest 
of a case stress, during some bitter dispute between at 
Some filty or a hundred years ago time was torneys in regard to the admission of testi 
f little concert Courts moved slowly and mony, that he must be most calm. When tw 
deliberately The attorneys indulged in el people may be talking at once, in the heat of 
quent arguments, rather than short, terse state an argument, he must carry in his mind what 
ments of facts. But we are now living in an ne is saying until he has completed writing 
age of speed. Life has become a race the statement of the other. And it is at these 
And so, while it may not be apparent times of dispute that he is most often asked to 
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egal Terms and Phrases 
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UW's / De Presented 
f 
read, in order ‘ ( me p t ( nit everyt g that t 
1 Statement that ! Is lerstood the cast eve t t 
A session i rt rte leaves the reportel witnesses, attorneys, 
feeling that he has been running a race all da larly all st t . | 
Yet he may then be called on by an attorney yjections of counsel. Uj the 
to prepare tron Ss «< rthand notes a type ppeal be ‘ t 
written transcript of the testimony to be de t ht 
ered before ¢ irt bles tn { Ss W ] I \ 
So you see what an important part plave that r right t be 
in the trial of a case the “silent man,” as he ) ( tl t, the 
is sometimes 1] f ' 7 et f ¢} nocit ; reviews re 1 + , [ 
t is that the ] . ‘ 
The Reporter’s Transcript thousands of d 
epel The é 
Besides the part il I the eport notes a 
Ing the tr l ( he Ils a tine I ) t 1 these Ty ] v¢ 
tant tunct shine a transcript of the ' is he pli 
court proce sw n an appeal is tak irt roon 
whet ior any ther eas i written recor {) isionall t t 
may be requireé e purpose of the report ca rie some vé ‘ 
er’s transcript is to ft sh an exact picture ot per S r € n 
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he has attained that degree of skill where his 


pages show the most beautiful of penned notes, 
rhythmically stretching across the sheet—notes 


that long after they are written can be read 


THe Grece Wrirer, March, 19 


without effort and with perfect ease and assur- 


ance. Then it is that 
experience the joy that « 
cult work well done 


ne court reporter may 


mes only trom dith 


New York S.S.R.A. Happenings 


N December 13 and 14 the New York 
State Shorthand Reporters’ Association, 
the oldest shorthand organization in the 
United States, held its fifty-ninth annual con- 
vention. Under the presidency of Joseph Neit- 
lich, New York Supreme Court reporter, the 
convention met at the home of New York’s 
elite, on Park Avenue, in the spacious and 
palatial halls of the Hotel Ambassador 
Following the experiment initiated the year 
before, the association made its first meeting a 
night session, thereby affording the opportu 
nity of attendance to the many ofhcial report 
ers whose courts at that time of the year are 
in constant session, day after day, without 
recess The second meeting was an all-day 


Saturday session 


“Teeth” for the C.S.R.? 


The chief topics of discussion at both ses 
sions were the C, S. R. law, the issuing of cer 

tificates of competency, and the always in- 
teresting subject of shortcuts New York 
State was one of the first states to pass a law 
setting up qualifications for a Certified Short 
hand Reporter and providing a C. S. R. de- 
gree, thus in effect giving the status of a pri 

fession to the reporting craft. The operation 
of this law has always been a live topic of dis 
cussion at the annual oonventions ot the 
N. Y. S. S. R. A. Of recent years, many mem- 
bers have felt that the law has not accom 
h purposes for which it was 
f the failure of 
ass reporters, through indifference 


plished the hig 
promulgated, chiefly because « 


1 
| 
i 


many first-c 
or inability to meet the strict educational re 
quirements, to come within its provisions. A 
lively discussion, at the two-day sessions, re 
volved around the proposition whether the edu 
cational requirements should be modified to 
bring all competent reporters within the terms 
of the law, or whether it is wiser to “put teet! 


into the law,” as it was expressed, by main 
taining or even increasing the present rigid 
educational requirements 

As an alternative to the C. S. R. degree, tl 
proposal was made that the state association 


1« 


hold periodical examinations and award cer- 
tificates of proficiency to those members wh 
met certain definite reporting requirements 
Leading the opposition to this proposal was 
Mr. Nathan Behrin, who pointed out that in 
a state like New York, where there was al- 
ready an established board for the holding of 


examinations and grant 


would be an unwarrantal 


the work of this board; 
fectly true that 
which was requisite 





tion was a tremendous 


mature years, it was a c¢ 


comer to the professio1 


; 


ng = certincates 
le interference wit! 


hat while it was per 


lucational requirement 


he C. S. R. examina 


handicap to persons ot 


rtainty that the new 


1 would already be 


possessed of this requirement; and that the na 


tional association was ab 
inations for certilicates 
would have national si 


ut to institute exam 
f proficiency which 
After an extended 


debate, this matter was held in abeyance, to 


be the subject of a mor 


at one of the monthly 


searching discussion 


The Shorthand Clinic 


The shorthand clinic, 
f the Saturday morning 


novel and unusually interesting tl 
meeting resolved itself more it 


xcupying the whole 
session, proved bot! 
his time. The 
to a discussior 


of the principles of shorthand phrasing and 


abbreviation than a mere 


matter of shortcuts 


Writers of various systems met on a common 


ground and discussed the 


philosophy of abbre 
] 


viation and the broad underlying principles of 


fast writing in all systems 


ers taking part were Doct 


in, Willard B. Bottome, 


and many other famous 


Among the speak 
gg, Mr. Behr 


' 


Charles L. Swem, 


r Gre 


shorthand reporters. 


Honorary Membership Conferred on 
Doctor Gregg 


The association by unanimous vote conferred 


upon Doctor Gregg hor 


rary membership, in 


signal recognition of his 


science of shorthand and t 


porting. Doctor Gregg 


honor said in part 


I wish to exy 


if 


contribution to the 


ne profession of re- 


1 acknowledging the 


press my e| appreciatior = the 
honor that has beet nferred upon me by my elec 
tion to Honorary Membership in the Association, 
which has such a long ar wonderful record of sul 
stantial achievement in the advancement of the pro 
fessional status of reporters 
The Proceedings of the Ass ation, of which I 
have, I think, a « mplete file s ne »f the most 
valuable collections whi anyone interested in short 
und can have in his possess 


Officers and Guests 


As a tribute to a year 


of successful leader- 


ship, the organization reélected its entire ros- 
ng year: President. 


ter of officers for the ens 
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Mar - 


Goldstein ; 


Joseph Neitlich; Vice President, Clyde 
shall; Secretary-Treasurer, Louis 
and Chairman of the Executive Committee 
Seth B. MacClinton. 

[The National 
vania reporters were represented among the 
President J. E. M« 


Shorthand 


, 
Association and the Pennsyl 


distinguished visitors by 
Ginness of the National Reporters’ 
Association, and Secretary Albert C 
Treasurer W. A. J. Warnement, 

tional association, and Mr 


president of the Pennsylvania Shorthand Re 


Gaw and 
{ the na 


Frank Tay! r, 


pt rters’ Association 


Who’s Who 


In Shorthand Speed 


{it 200 Words 
a Minute 


EXAMINER 
4. A. BOWLE 


Introduces Another 
Gold Medal 


W inner 





has joined the elect 
latest 


ley el 


NE more young lady 
in shorthand speed! Among the 
to reach the 


qualify with a 


200-word-a-minute 
degree of accu- 
Miss 


nineteen-year-old Aber 


suthcient 


racy to warrant a diamond medal, is 


Frances Birdseye, a 


deen, South Dakota, girl. 


It was in the high school in Aberdeen that 
} 


Miss Birdseye began her shorthand study, un 


der the tutelage of Ethelyn Bailey. Since then 
she has been steadily climbing up the short 


hand ladder, qualifying 
in all events. When a freshman at the North 


with a high accuracy 


ern State Teachers College of South Dakota, 
she progressed until she attained a speed ot 


following 
200 words 


1 the 


reached her goal 


175 words a minute, an 
(late in 1934) she 
a minute. This speed was not attained at the 
expense of her other studi« S, however, for her 
all subjects, it is reported, were ex 


year 


grades on 
ceedingly high 
Miss 
graphic position with the St 
Marine Insurance Company of 
the excellence of her work in the short 
he company 


secured a steno- 
Paul Fire 
Aberdeen and 
tire 


Birdseye has now 


and 


she has been connected with the has 
brought Frances three promotions! 
Miss Lilly Schoenleber, assistant professor 


of Commercial Education at the Northern 
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ers \ lleg« is. beer id “4 
wit what results this I 
t Miss Sx enleb Says that 
Still Ke \ ereste s rt 
hand work a s ambitious to enter the report 


ing field. We shall look for great things fron 


Miss Birdseye! 


Pioneer of Transcribing System 


Hj ORACI 4 EDGECOMB. veteran 


Mas 





( if re[x ( W ) ntr uct l 
n the State t ~ te i p ] puIcK 
ranscripts te the use i ri 
ecording ce i typist ed re tly at 
his home e, Massachusetts 
Rec QI ( iwvers i ip 
ly pro | t ‘ t testimony, Mr 
| lee on b i t t l \\ ( is 
bec me gener | | providing <« mplete 
transcripts ta $s pr edings m court 
within a few I te! irt had adjourn 
Mr. Edgecomb, who was appointed a court 
reporter ls was | wn to members of 
both state a edera 1 iries, and even be 
re his tx p tment s services ad 
een in «at d the courts He has re- 
wrded the te and »I i 
and cl ] cases r his pt cr as al ex 
pert shorthar writer rought r mu 
yusiness outside his regular judicial emplo 
ment. In his death the profe n lose e of 
its ablest members 
nn ’ 
loo Many Letters! 
7 EE rather h tate t publ S i more 
names and addresses of persons w lesire 
to correspo! 1a horthand. Recently a stenog 
rapher mentioned in our pages received 125 
letters wit! tw weeks after her name ap 
peared, and by this time she may have received 
three or four ndre ' Of irse, she cannot 
possibly corres} | with that many pe é 
Out of this experience ave come a few 
lessons First, the subject to be iscussed 
and the state or country in which the interest 


centers should be given when you request let 


ters Second, correspol lents should be able 
to write good shorthand Third, the first let 
ter should be brief [his stenographer ré 


ceived letters of as many as six pages, al 


osures 


some had pictures and other 


is limited, which means that we 


Our space 1s limit 

cannot publ s] a regular list H wever, ¢ acl 
issue of our magazine contains names and ad 
dresses of students and stenographers. If you 
are interested in initiating shorthand corres 
pondence, a postcard in shortha to some of 
those mentioned from month to month should 
find you a rrespondent 
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FUNNY STORIES 


Stars of the First Magnitude 
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| What Good’s His Money? 
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Discounting Her Statement 
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Why Kick, Then? 
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An Ingenuous Touch 
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Dangerous Tricks 








